COVERED Book of Business Export Job Aid
Agency Managers

Overview

Agency Managers are now able to access an aggregate Agency Book of Business from their CalHEERS Agency
portal. They also have access to export their own Book of Business, as well as a Book of Business for an
individual agent in the agency roster.

The Book of Business reflects consumer data from the week prior on Friday at 9 p.m.. Any changes made
after 9 p.m. on Friday, the change will not be reflected until the following Friday between 9 p.m. and
midnight.

The Book of Business is provided as an Excel document, which allows you the flexibility to sort, manipulate
and maintain client data. The Book of Business contains Covered California, Mixed Household, and Medi-Cal
members.

Please note: using the filters on the Active Consumer list does not populate the results of the exported Book
of Business. All consumers delegated to either the Agent or the Agency will populate in the export.

Personally Identifiable Information (PIl)

Pll is found within the Book of Business export and must remain secure and confidential in accordance with
Covered California’s Security and Privacy policies as outlined in the Agent Agreement, including all
applicable laws and regulations. It is the Agent’s responsibility to ensure that they handle this information in
the appropriate manner. Remember that emails with consumer PIl must be encrypted or secured.

The Book of Business is provided as an Excel document, which allows you the flexibility to sort, manipulate
and maintain client data. The Book of Business contains Covered California, Mixed Household and Medi-Cal
members.

This Job Aid is designed to walk you through the steps to obtain your Agency files.

-See Step-by-Step Instructions Below-
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https://www.coveredca.com/agents/PDFs/CoveredCA_Agency_Agreement.pdf

COVERED Book of Business Export Job Aid
CALIFORNIA Agency Managers

Agency Managers:

1. Loginto your CalHEERS Agency Portal and you land on this homepage.

s 7)) COVERED Customer Service 1-800-300-1506 | Online Chat | Help | My Security Profile |
lill fhtireR Logout | Secure Mailbox | Espafiol | & |

Agentss= Agency Delegations ~  Agency Account * My Delegations + My Agent Profile ~

Refine Results By Reset All Agent Name % Active/lnactive Consumers Agent License # % Certification Status Actions
First Name Agent InActive 0 Certified - B d
Agent Active 0 Certified -
Last Name InActive 0 Pending -
Distro Active 0 Certified o~
Agent Status Distro Active 0 Certified -
O Adive O Inactive Distro ; Active 6 Certified o~
Certification Status Active 2 Certified a-
Select Certification Status New Agent Active 0 Certified o8-

License Number

2. From the “Agency Delegations” drop down menu, select “Active Consumers.”

Agency Account -

Pending delegation requests
Refine Resu Agent Name
Active Consumers

First Name Agent Kris
Transfer Consumers
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COVERED Book of Business Export Job Aid
CALIFORNIA Agency Managers

3. Onthe “Active Consumer” page, there are two options for Book of Business Export:

e Export Book of Business (All Agents)
e Export Book of Business for an Agent

Customer Service 1-800-300-1506 | Online Chat | Help | My Security Profile
i) coverse | e | My Securty Profie
L HIJ Logout | Secure Mailbox | Espafiol | & |

Agents ~  Agency Delegations ~  Agency Account ~ My Delegations ~ My Agent Profile ~

Active Consumers

Q Search +
Sort By: | FirstName A-Z Export Book of Business (All Agents) &
Export Book of Business for an Agent 9

Change Delegation =

SELECT HOUSEHOLD CASE DETAILS COVERAGE AGENT ACTIONS

- Distro Nicholas o~

| Case ID: she o a-
Application Year: 2017 PERMANENTE.

Platinum 90 HMO

Plan Type: HMO
Premium: $403.59/month
Office Visit: $15 Copay
Generic Drug: $5 Copay
Deductible: $0.0

4. To Export a Book of Business for your entire Agency, select “Export Book of Business (All Agents).”
This will export an excel file with all consumer data for your Agency.

Please Note: Column “AV” displays each consumer’s delegated Agent from your Agency. You can use
this as a sort criteria, if needed.
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CALIFORNIA

COVERED Book of Business Export Job Aid
Agency Managers

5. To export a Book of Business for a specific Agent within your Agency, select the “Export Book of
Business for an Agent” link. You will be navigated to to the “Select an Agent for exporting Book of

Business” page.

CALIFORNIA

@ COVERED Customer Service 1-800-300-1506 | Online Chat | Help | My Security Profile |
11

Logout | Secure Mailbox | Espafiol | & |

Agents ~  Agency Delegations ~  Agency Account + My Delegations ~ -

Select an Agent for exporting Book of Business

Search for an Agent

Agent First Name Agent Last Name
Agent Email Agent License No
Pick Agent  Agent Name Email Primary Site

Site | Select One

SEARCH

EXPORT

O To see a list of agents, please enter information in the search box above.

6. Here you must enter complete information into the search field/s of your choosing. DO NOT type

partial info as the results will not display.

e i.e. Do not enter “Tim” for Timothy, if you are looking for Timothy — you must enter the

entire first name

Search for an Agent

Agent First Name = Distro Agent Last Name Site | Select One
Agent Email Agent License No SEARCH
Pick Agent  Agent Name Email Primary Site EXPORT
Distro Sacramento, CA 95815
O Distro . none@none.com 1 Rd Rancho Cordova, CA 95670
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7. After searching for the Agent you wish to export a Book of Business, select the radio button next to
the name and select the “Export” button on the right side of the page.

Pick Agent  Agent Name Email Primary Site EXPORT
Distro’ Sacramento, CA 95815
Distro none@none. com Rancho Cordova, CA 95670

8. The Book of Business will export in an excel file with only the consumer data for the Agent specified
and you are able to view, sort, and view enrollment data, consumer data, Med-Cal information, etc.
for the consumers.

HS- (73 2QEPSS X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW h
2 3 Cut — = B 5 T By [ | Z Avtosum - A
Calibri cln A A Wrap Text General . o Normal Bad Good Neutral Calculation [ @
EWiap E 5 B e radl |

Bp) Copy - — =
B I Uu-|fi-|B-A-===|¢= ElMegeacente - § - % » |4 25| Condtional Formatas [T explanatory . Linked Cel Note o | nsert elte Format | Sort & Find &

Paste ~F
- ormat Painter Formatting - Table~ Filter - Select -
Clipboard ® Font B Alignment ] Number B Styles cells Editing ~
w10 M Je v
A B C D E F G H 1 J K L M N o P Q R S T u v W X Y z AR AB AC -
1 |File Creat Tue Feb 06 09:29:38 PST 2018
2 |First Nam: Middle Ne Last Name Customer Residence Residence Address - Address - Address - Customer Customer Customer AHBX Cas(AHBX App Applicatic Case StatLEnrollmer Plan Type Medi-Cal |Carrier Na Plan Leve| Plan Nam Plan Effec Terminati Income us Number 0 Old APTC OId Gross Renewal /Fe
3 |Test null 1 sasmsssg 1601 Expenull Sacramen CA 95815 null null N SE+09 1E+09 SUBMITTEACTIVE  null null INELIGIBLEnUIl null null null null 25000 0 null null null Y
4 Test null 2 1/1/1976 123 Main {null Sacramen CA 95829 null 9.16E+09 N SE+09 1E+09 IN PROGR ACTIVE  PENDING Medical INELIGIBLEKaiser Bronze Bronze 60 2/1/2018 sttt 24000 0 null null null Y
5 |Test null 3 smsEEss 1601 Expcnull Sacramen CA 95815 null null N SE+09 1E+09 IN PROGR ACTIVE  PENDING Medical INELIGIBLEKaiser Platinum Platinum 2/1/2018 sttt 94000 0 null null null Y
6 |Test null 4 gaasgass 1601 Expenull Sacramen CA 95815 null null N SE+09 1E+09 IN PROGR ACTIVE  PENDING Dental INELIGIBLE Delta Den High Family De 2/1/2018 sttt 94000 0 null null null Y
7 |Test null 5 smusgaE 1601 Expenull Sacramen CA 95815 null =H] N SE+09 1E+09 IN PROGR ACTIVE  PENDING Medical INELIGIBLEKaiser Bronze Bronze 60 2/1/2018 sttt 94000 0 null null null Y
8 [Test null 6 smsmsumg 1601 Expcnull Sacramen CA 95815 null null N SE+09 1E+09 IN PROGR ACTIVE  PENDING Dental INELIGIBLE Delta Den High Family De 2/1/2018 sttt 94000 0 null null null Y

Understanding the Book of Business Report

The Book of Business Description Chart provides a description of the fields found within the Book of
Business.
Please note: If the information is not applicable or not provided, the data under each column will be blank.
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http://hbex.coveredca.com/toolkit/webinars-briefings/downloads/Book_of_Business_Description_Chart_Final.pdf

